
Applying for a Short-Term Rental License 
1) Log in to the City of Tempe Tax & License Citizen Access Portal. www.tempe.gov/licenseportal 

2) Click on “Short-Term Rentals.” 

 

3) Click on “Create an Application.”  

 

 

4) Check the box on the General Disclaimer page.  

 

 

 

file:///C:/Users/jessra/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/A3OR7TH3/www.tempe.gov/licenseportal


5) Enter the property address. Each property must be licensed separately. This includes multiple units in one building.  

 

Some addresses with unit numbers may not be in our GIS data. If that is the case, search the address without the unit/suite number. Once that validates, put the 

unit/suite number in the box provided below, and we will update it.  



6) Enter the contact information for the Property Owner, Owner Designee, and Emergency Contact here. An entry for both Property Owner and Emergency 

Contact is required. Applicants can select “Select from Account” to bring in their registration information or click “Add New” to manually enter the 

information for another party.  

 

 



7) There are hyperlinks provided in the information section at the top of this page that will open a new tab in the browser. Note that the TPT number is 

now required for submission of the application. There is a link to aztaxes.gov if the applicant does not have one. If the applicant wants more information 

on why one is required, there is a link to our website instructing them on which section to read. The National Sex Offender Public Website link is relevant 

further down this page.  

 

 

 



8) Where will the STR be listed? We have Air BNB and VRBO as options because they are the most used. The “Other” box allows the applicant to list other 

sites/methods they plan on using. The text box is hidden unless “Yes” is selected.  

 

 

 

 

 

 

 

 

 

 



9) The Affidavit section goes over any section from the ordinance that requires their acknowledgement. The second to last question covers the 

requirement to run a background check on booking guests no later than 24 hours prior to their stay on the National Sex Offender Public Website. The 

link above will open the website in a new tab. Each box must be checked to proceed.  

 



10) The Prohibited Uses page covers all prohibited uses for a STR. Check the box to proceed.  

 

 

 

 

 

 

 



11) The required documents for a Short-Term Rental application are listed at the top of the page. There is a hyperlink to the Maricopa County Assessor’s 

Office website where the applicant can search their property and take a screenshot proving their property is registered properly. There is also a link to 

the Tempe website with a list of accepted forms of ID if needed. The applicant must also provide proof of liability insurance of at lease $500,000. If the 

Online Lodging Marketplace (OLM) provides that insurance, the applicant must provide a screenshot stating the coverage.  

 

 

 

https://mcassessor.maricopa.gov/page/residential_property/forms/
https://mcassessor.maricopa.gov/page/residential_property/forms/
https://www.tempe.gov/government/financial-services/sales-tax-regulatory-licenses/new-tempe-short-term-rental-license/licensing-eligibility-requirements


To add documents, click “Add” (shown above), then click “Add” again on the window that pops up.  

 

This will allow the applicant to select the relevant files from their computer. All three documents can be uploaded at this point. Once all thee show 100%, 

click "Continue." 

 



This will bring the applicant back to the main documents page in the application. Each document submitted will require a Type to be selected. Click the 

arrow to drop down the menu and select the correct type. Then, give a brief description of the document (i.e., screenshot from OLM portal showing 

insurance coverage). Click “Save” to save the documents on the application. Submission will be blocked if any documents are not submitted.  

 



12) The review page will give an overview of the answers provided by the applicant. At the bottom is the certification verbiage and checkbox where the 

applicant will electronically sign the application for submission. Check the box and click “Continue Application” to be directed to payment.  

 

13) This page will display the fee. Click “Check Out.”  

Note: $250 from January 1st to June 30th, then $187.50 from July 1st through December 31st. Renewals for the STR license will be $250.  

 

 This window will pop up, click “Check Out” to be redirected to Paymentus.  



 

 

14) Once payment has been submitted, the application record will show up in the back office for Tempe Tax & License staff to review.  

 

 

Tempe Tax & License: license@tempe.gov 480-350-2955 

mailto:license@tempe.gov

